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RECORDS AND SERVICES DIVISION
ANNUAL REPORT OF PROGRESS
AND
PROJECTED PROGRAM PLANS

MAJOR ACCOMPLISHMENTS AND SIGNIFICANT Dﬁ:VELOPMENTS -
1 July 1959 - 30 June 1960 :

A. Central Processing Branch

2. A draft of a brochure to be distributed at Headquarters to overscas
returnees has been written and is under review by the staff of the Director
of Personnel,

3. A draft of an unclassified publication designed to assist employees
with their personal affairs when preparing for overseas assignment has been
forwarded to the Director of Personnel for approval.

B. Transactions and Records Branch

1. Following the trial period of open-shelf filing of Official Personnel
Folders in Curie Hall Employee File Room, Management Staff agreed with
the Office of Personnel that this system was not feasible for use in this area.
it was further agreed that the open-shelf system should be reconsidered for
use upon relocation to the new building.

2. Management Staff's detailed analysis of techniques and procedures
utilized in the maintenance of Official Personnel Folders contained the recom-
mendation to place the now integrated personnel folder and travel documents
within two separate filing systems. Following this, a newly designed "out-
folder'" for the employee file will be used to combine the charge cards and
out folder, thus providing a single point of reference.

3. In order to reduce storage space of terminated employees' folders,
only the records pertaining to CIA employment will be retained in our Records
Center. Records pertaining to other Government employment usually maintained,
will be disseminated as appropriate to either the new employing Government
establishment, or to Federal Records Center in 5t. Louis.
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4. Decision is pending on a recommendation to destroy applicant
cards which, after review, are considered to be obsalete or of dubious
value.

5. OPM 20-800-11 gave strength to the control of the release of
Agency employment information to outstde inquiries. Under the new pro-
cedure, only the Central Cover Divisj on, the Office of Secunty, and the
Office of the Director of Personnel may ''block' or ”reopen" verification
of employment.

6. We have prepared Handboo- Personnel Actions -~
which will serve as an Agency guide for the processing of requests and
notifications of personnel action under the RCA 501 computer system soon
to be installed. This Handbook is currently being reviewed by appropriate
offices.

7. An alphabetical "Wheeldex" card file reflecting name and box
number has been established to facilitate location of terminated employee
files stored at CIA Records Center.

8. The program of the procurement of official records of Federal
employment of those | o h2d been
extended excepted appointments was substantially completed,

C. Statistical Reporting Branch

1. This Branch has consistently reviewed the requirements levied on
Machine Records Division in connection with the conversion of personnel
accounting to the digital computer. Many of the original problems have
been eliminated. Reports have been consolidated and expanded to serve a
greater number of purposes and formats have been planned to provide
additional desirable information on the Position Control Registers.

2. The monthly report of military details was revised to show dollar
amounts due and appropriations chargeable. Office of the Comptroller
reports a saving of forty man-hours per month in that Office, and payment
to Department of Defense expedited by one month - both due to the revision.

3. Security difficulties were encountered when attempting to approve

the use of a2 common serial number for employees regardless of status. This

project has been suspended for the time being.
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D. Area Records Officer - Office of the Chief/RSD

1. This Officer completed the up-dating of the Records Control
Schedule 40-60 for the Office of Personnel, extending coverage to CSPD,
SA/D/Pers and other OP organizational elements established since the
issuance of the previous Schedule in 1957.

2. A record of Office of Personnel cost estimates and charges on
printed materials and procurements was maintained and estimates for
Fiscal Year 1961 were projected more accurately through use of this
record,

E. Special Projects

25X1A 1. Proposed Handbook| Il corcerning new personnel action
policies and procedures was completed in line with the forthcoming
installation of the computer. Implementing the change-over to EDP,
a design of revised Form 1150 {Personnel Action) has been completed
and test sheets printed for experimental use, thus far proving quite
successful from the ‘‘machines standpoint. '

2. A Passport Record Envelope was designed and put into use
which replaces the machine run formerly used as a record of official
travel documentation. It is expected that a more accurate and up-to-date
record can be provided, and time saved in accomplishing this end.

3. With the cooperation of the American Automobile Association,

25X1C

returning from an overseas assignment. The forty-three replies have
been analyzed and are, for the most part, favorable. The State of New
York responded adversely, however, and poses the greatest problem in

that it is the State most heavily used as port of debarkation. This project
has been suspended pending the needed evaluation of New York State's reply.

4. Working with Regulations Staff, we have drafted proposed pro-
cedures, regulation and modified Form 642 to provide a new "Personnel
Emergency and Locator Record" system for the Agency.

iL PROGRAM PLANS FOR FISCAL YEAR 1961

A, Drafting has begun on an unclassified verasion of the booklet '""Processing
for Overseas Travel, "
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B. Upon issuance of the OPM concerning the "Establishment of a Sensitive
Personnel Folder" and "Re-Arrangement of Material in the Official Personnel
Folder" it will be necessary to initiate plans to implement this establishment
and re-grouping of documents.

C. Management Staff's recommendation as regards the geparate mainten-
ance of Persconnel Folder and Travel Documents, and the central point of
reference for charge out location, will be accomplished in the months to
follow (Paragraph B-2, SectionI.)

D. If the recommendation concerning the destruction of cértain applicans
cards is approved, programs will be initiated to review all cards and select
those to be eliminated from file.

E. There are a number of difficulties to be worked out and procedures to
be changed or established upon the inatallation of the RCA 501 computer
system. Procedures will be developed to accommaodate the changes in
method as affects the processing of personnel actions. Current recurring
statistical requirements must also be converted for use under the new
system, and plans are being made to anticipate special requests by the
addition of more information of a basic nature to the routine monthly
requirements. The use of the computer will alter procedures for the
coding of certain types of personnel actions heretofore handled in a special
manner. Hand-posting of all personnel actions for strength count will be
discontinued and we will depend upon the computer for weekly stlj/ength
reports. These and other problems muat be resolved in order to reap

full benefit from the change-over to Automatic Data Procesgsing.

There is attached hereto a copy of each Branch report within RSD, and
accompanying statistics.

25X 1A%

Chief, Records & Services Divigion

Attachments

Approved For Release 2001/05/17 :W-00235A000100020024-3
S ta W K




:

Approved For Release 20.@3%/W0010002(1024-3

Date: 13 July 1960

TO ¢ Chief, Records and Services Diviston
FROM 4 Chief, Central Processing Branch
SUBJECT: Annual Report

PROGRESS AND ACCOMPLISHMENTS

25X1C4a

2, A draft of a brochure to be passed out at Headguarters to overseas
returnees has been written and is under review by the staff of the Director

of Personnel.

- 3¢ A draft of an unclassified publication designed to ass

and forwarded to the Director of Personnsl.
MJJ‘

of the Branch:

Reservations Made:
Foreign
Domestie

Travel QOrders Recelived:
Foreign
Domestic

Interviews
Retumees Processed

Passport Action
Kew
Renewed or "seen® stamped
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ist employses
with their personal affairs preparatory to overszeas travel has been written

he The cierical work of the Branch was most notiecably affected by the
usual turnover of persomnel, The work load remained fairly constant through-
cut the year, The following statistics refleet the total volume of business
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2 25X1C
25X1C4a
PLARS
1, A draft af an unclassified version of the booklet “Processing for
Overseas Travel™ will be ready in August.
2. A draft of a brochure to be issued to field stations for use of |
returmees before they depart for Headquartsrs will be ready in September,
5 7
| .
: 25X1A%9a
Central Processing Branch
L
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Major Ascomplishments and Significant Developments in the Transactions
and Becords Branch During 1 July 1959 Through 30 June 1960

1. Upon completion of the one yesr trial pericd of open-shelf filing
equipment for the storsge of Official Personnel Folders, this Branch prepared
A& final evaluation reletive to the efficiency of the equipment. It was recon-
mended that the use of open-shelving (for storing Official Personnel Polders)
be discontinuwed, thet the perscnnel folders filed -n the shelving be relocated
into five-drawer cabinets, and that the shelving equipment be twrned in to
the Office of lLogistics. The Chief, Mavagement Staff, however, felt that an
sdditionsl evalustion of the efficiency of open-abelving should be made by &
represaniative of his Staff. Based upon & detalled analysis by the Manage-
ment Starfl repressntetive cf the technigues and procedures utilized in the
maintenance of Gfficisl Personnel Folders, the Mansgament Staff agreed that
the usk of open-shelving in Curie Hall was not az femsidble as the use of
cabinets. Accordingly, the Mancgemeni Staff recommended that the open-shelf
squipment be discontinued for the storage of personnel foldere ag long as

" the Piles Seciion is locsted in Curie Hell, but that consideration should be

given to the use of shelf-filing upon relocation in the new Luilding.
¥ollowing this recommendation, the Branch removed all perscunel folders
vhich had been temporsrily stored on shelving, re-filed them in caeblnets,
disposed of one-half of the shelf equipment, and retained the remsining
half of the shelf eguipment for another use.

2. Az snother result of tha detailed analysis by Mansgement Staff
of technigues and procedures utilized in the maintenance of Official
Parsonnel Folders, the Menagement Staff recoumendsd certaln changes which
were wirelated to the use of shelf filing. One recommsndetion ves that
all documents pertaining to an employee’s officlal travel be segregated
from the persconnel folder and physicelly mainteined in s separate file.
Purther, it was recommended that, if the first reccmmendation was accepled,
the existing "out-Jeckeis" (used for housing both the Official Perscnnel
Folder and the travel documenis) be utilized for housing only the travel
documents, and that the new travel dvcuments file be maintained on that
portion of the open-shelving which wes retained. Simultanecusly, s new
type of charge-cut folder would be installed for use with the Officlal
Personnel Foldar, whereby the charge~card would be attached to the out-
folder and porve 88 a single-polnt of reference. All of these reccmmenda-
tions wers accapted by the Office of Perscnnel. Actusl instellation of
the revised systems, however, must await delivery of the new charge-out
folders vhich have been mnisiti.omd. :
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3. In an affors to reduce the smount of storage space reguired for the
asintenance of Official Personnel Folders of terminated exployees, & procedure
was developed snd installed whereby that portion of a persomnel folder covering
service In agancies other than CIA would be sepersted from the CIA records aund
dlsposed of in sccurdance with sppropriate instructions. If the employee
separates [rom CIA for the purpose of accepting employment in anvther Federal
organization, the portica of the personnel folder covering non-CIA service is
forwerded directly to the pev emplioyer. If the smployee sepwrates from CIA
for reasins othar than employoent in e Pederal crgenization, the purtion of
the fils covaring non-CIA mervice 1s retained for a period of thirty calendar
days aod then forwarded to the Federel Hecords Center for retention. Under
this concept, the personnel foldars of terminated employees contain only
those docupents pertalining to CIA service.

4. A &telled analysis wvas made of the quality and sge of information
maintained Lo the applicant cerd file, in order to debermine vhether optimunm
efficlency was belng obtained. The resultes of this study indiceted that
spproximetely 50% of the cards contained informetion which was either so
limited or so ancient that the cmrd wes considared worthless. JAccopdingly,
eriteris wore osisblished for the selectlon of applivent cerds considered
to be cbeulete or of dwblous value, snd & formal vecommendation was mede
to the Direstor of Psrsoanel that such applicant cards be desircyed. The
decision cn this recommendstion is pending.

5. ‘The copteol of informmtion which might be given to an cutaide
inguirer concerning the employment status of an Agency emplcoyee was
strengthened by the issuanse of QP 20-800-11, “Verification of Agency
Exgployment . Ino sccordance with this publication, s personnel record can
be “blocked” (i.e., ear-merked for denial of Agency employment in response
to say extarsal inguiry) by the Office of Personnel only upon request from
one of thewe sources: Central Cover Division, Office of Secuwrily, or Office
of the Director of Personnel. Similarly, a personnel record vhich ls blocked
can be re-opened only with the specific spproval of the point vhich originally
instituted the block.

6. Operetionsl menuals covering deteiled procedures to be utilised by
Positicon Control Sectiion and by Files Section were prepared. The manuals are
used as aids in tralning new employees in the Sections and as referguce
BOUDCRE .

7. In santicipation of the installation of the RCA-50L zomputer, the
format of Form 1152, "Reguest for Perscunel Action”, and of Fuam 1150,
Hotification of Personnel Acticn , was substantially revised. Under the
pew conoapt, the Form 1152 will contalin only the data relative tc the desired
pevw sssigonent of the individual, snd will omit that %ﬁ.ﬁrmm to the
ass. % which 18 to be vessted. In order to assist the Initiating offices
in use of the new Form 1152, detalled instructionsibr completion of the
form vere prepared, snd have been incorporated in the proposed IB [ 25X1C
"Persornel Actions”. :

Approved For Release 2001/05/17 : CIA=R®P79-00235A000100020024-3




f Approved‘ For Release 13_901/05/1%010()020024-3

/ z

o &ﬂMmemmamemli’amvf
terminateld exployess stored at the CIA Records Center, and a "‘n&mlzu"

the task of locating & given termineted folder has besn eased.
The program of the procurement of official Fecords
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Program Plans for Fiscal Year 1961

1. Inception of the RCA-501 computer system for the maintensnce of
personnel date will require & significant change in the operating procedures
of the Status Section. Revised procedures will be developed end installed
to sccommodate the chenges. ALl program tapes (which control the sutcmatic
operation of the Programtic Flexouriters) will be revised to sccommodste
the nev format of the Form 1150, “Notification of Pereonpel Action”. Cur-
reatly reguired auxilisry equipment, such as tepe-reeding machines, by-product
tepe-punching machines, tape-to-card converter, and storage cablnets for status
topes, will becone surplus and vill be dieponed of appropriately. Detslled
procedures will be lnsugurated fur the prepuration of Notification of Personnsl
Astion for military detalls to the Agency, thereby rendering cbsclete the use
of Porm 15556. Similarly, procedures will be instituted for the preparation
of Notification of Personnel Acticon for selscted types of Contract Employees.

2. It is moticipated that the Dirgetor of Persounel will approve the
pending reccumendstion for the destruction of applicant card records conslidered
to be obsoleke. Upon receipt of such approval, s program will be initiated in
the Files Se~tion for the reviev of sll applicant card records and the seleciion
of those records (in mcoordance with established criteria) which have cutlived
thelir uselfuiness.

3. Docusemtation of salsry increases &8 & result of the Federal Employees'
Pay Act of 1960 will de acccmplished, The Service Reccrd Card of each employee
affected will be amnotated, and & document in lieu of a Notificatism of Personnel
Acstion will be filed in the Officianl Personnel Folder of each employee affected.

k. A proposed Office of Peprscanel Memorandum on the subject of "Establish-
nent of & Sensitive Personnel Folder" and "Re-Arrangement of Meterial in the
Official Personnel Polder” is cwrrently pending. Upon issuance of this OPM,

s project will be initiated to establish the required sensiiive perscmnel
folders and to re-group those documents currently £iled in the Official Person-
pel Folders in order to facilitate both reference by a user and future filing
of addlitive material by the Files Sectlon.

5. 'The system of mmnin&a cherge control of Official Personnel
Folders on loan will be revised. lieu of & central cerd index file of
charge-out curds, the charge cards will be filed with the cut-jacket in '
the place normally occupled by the Official Personnel Folder. Simultanecus
with the conversion of the charge-cut control procedwre, all travel documents
(and existing out-jackets) will be removed from the fils of Official Personnel
Yolders, and & separate travel docusents file will be established.

6. 41l terminated employeve files for the year 1559 will be screened
and forexdsd to the CIA Records Center.
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c. OGrade Bindles - In sdltion to the regnlar grade distri-
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b, Thess charis wers used primarily for Office af Persommel
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